Bids — Requesting a Revision AV H = Quick Reference Guide
BuMichigan:

Introduction
The “How to Request a Revision” Quick Reference Guide is designed to provide the minimum steps necessary
in requesting and submitting a Revision to a Vendor(s).

To request a Revision choose a particular Quote and utilize the system email to notify the Vendor(s) who
created it. You have the option to send multiple Vendors the same revision request email, or you can
personalize the request.

Revisions are typically requested if a Buyer needs additional information from a Vendor. For example,
clarifications; best & final offers; additional questions, etc.

Pre-requisites
You must have the Basic Purchasing Role.

Steps
SteQ 1 T ..a“. ol Accounts Payable
NIGP Code Browse | M i omer Service | About Current Organization: Department of Technology, Manage
). From the home screen once. | gy e e
logged in, select ;
Documents > Bids > ;
Opened \ ow
e Ready To Open
Receipts In Progress
Bid # Invoice Ready for Approval Description
— Ready to Send
007114B0000850 QRG - Testing steps
007114B0000874 | Department of Technology. Managgfff Opened navez | Consulting Services
007114B0000862 | Department of Technology, Managem [3ESta=] Test 7-28
007114B0000860 | Department of Technology, Managem ekl QRG Bid
Approved
007113B0000842 | Department of Technology, Managem QRG
Bid to PO
007113B0000831 | Department of Technology, Managem Cancticd Doc Mgmt. testing - forms creati
Step 2:
The page refreshes to the Open Bid(9)
Bids page with a list of your bids. - "
' - - urchase ' . i
. . . Bid# (Organization Buyer Description Hethod Bid Opening Date Tahulaf
a.) Click the Bid Tab link of S,
the bid quote you want to AGENCY14B0001897 | Department of Technology Management and kidra | consuting services-T | OpenMarket | 09M1/201409:45:00 |{ Bid Tab ,
revise. Budget Chavez Al
. AGENCY14B0001835 | Department of Technology Management and kira | festing 8-6-14 OpenMarket | 09/08/201411:00:00 | Bid Tab
Note: You cannot request a Al Oz 4l
Revision from a bid that has been

Awarded.

Date Last Revised: 08/20/14 Page 1 of 5



Bids — Requesting a Revision ] = Quick Reference Guide
BuyMichigan:

Step 3: Bid Tabulation for Bid #AGENCY14B0001897

The page refreshes to the Bid
Tabulation screen, defaulted to the
Quotes Tab.

o Rt | Quot Hisory Submit Date Duelate* Nofficaion Acions
a.) Select the Revisions Tab. Fevisn
b.) Select the check box in the = EABEOAL T o 5
Request Revision column s o e
for each Vendor to receive i S
the request email.
c.) Pick a Due Date in the Due sl SeecatVtdos
Date column. OR
d.) Click the Create Request ‘ ‘ ¥ I
Notification button in the Rovsi | Quoelfsby | - Sumi D Due e Mot lons
Notification Actions column.
L TG4 12000A [ Ui ceon
e.) Select the Create
ey 5| (o
one Vendor.
f) Select the Send Send Notification to Selected Vendors

Notification to Selected
Vendors button if you are
sending the request to
multiple Vendors.

Step 4: Send Quote Revision Email

The Send Quote Revision Email

page displays, which allows you to Vendor Recipients: Vendorad:
create your email message
requesting a Revision.

Addtional Emall Recipints: chavezi@michigan gov

From: Isidra Chavez (chavezi@michigan.goy)
a.) Create your Revision W
. Subject”. ~Revis
Request email message. : ORG-Revsions
Text" —
b.) Include additional email Creating an updated QRG for Rewsions a

recipients if needed.

c.) Attach any necessary
documents at the bottom of
the page. Click the Upload
Attachment button once
complete.

d.) Once complete, click the
Send Revision Request
button.
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No Attachments

Note: The expiration of the Due

Date does not automatically close _ _— : i £
the revision process; the Buyer File: C:\Users\Public\Pictures\Sample Pictures\Hydrangeas jpg q [M]
must manually close the Revision Description:  While Flowers
Process in order for the Vendor’s e ———
new quote to be updated in the
system.
The new copy of the Quote is made _
editable to the vendor il you T
close the Revision Process. - —
Steg 5: Message from webpage | = |
A_ pop-up confirmation message will By clicking yes, the vendor will be notified of this request and will have
display. the ability to revise their respense. Ne changes may be made to the
request or due date once done, Do you wish to continue?
a.) Click the OK button to
continue submitting your
Revision request. oK ncel ]
b I

Step 6: Revision Request Mail Result

Subject. Bid # AGENCY14B0001897 - Testing

The Revision Request Mail —
Results page displays.

Delivery Date: 10/15/2014 08:31:55 AM

a.) Click the OK button to
confirm your email
recipients are correct.

Vendor ID Vendor Name Email Address

00049884 ICLLC Izidra Chavez (ichavez@donotreply.com)

The page refreshes back to the Bid Tabulation for Bid #AGENCY14B0001897
Revision Tab page.

The following window displays a
notification to each vendor you sent
a Requested Revision to. Request | e | Quokistoy Submit Date Due Dafe™ Hoffcation Acions

[CLLC View 09/1072014 02:25:54 PHt 10152014 10:00:00 AW Email sent o
ichavez@donotreply.com at
10152014 08:33:48 Al

Chigter E Create Notfication
Close Revision Process
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Step 7:

a.) Click on the Revisions —
Email Communication
Sub-Tab to review your
Revision request recipient
and Attachments.

Bid Tabulation for Bid #AGENCY14B0001897

Oer Questions Subcontractors Routing Attachments(1) Score  Summary

nffeationld | Sently Vendar Recipents Subjeet Date Posted Atzchments
M8 | kifaCaer | 5o Chavez v B AGEICY 40001667 -Tesng | 0SZ0I4030 S0 AN | Revison | Abschment - foala-4ipg

Step 8:

Once the due date of the Revision
Process has approached, you
MUST Close the Revision Process.

a.) Log back into
Buy4Michigan.

b.) Click on the Bids Tab from
the Home page screen >
Opened Tab.

Step 9:

a.) Select the appropriate Bid
and click the Bid Tab link.

Bid# Organizztion Buyer Description m Bid Opening Dale | =
AGENCY14B0001397 | Department of Technology Management and lsidra | consutting services- | Open Market 0901172014 09:45:00 Bid Tab
Budget Chavez | AN
AGENCY14B0001835 | Depariment of Technology Management and lsidra | testing 3-8-14 Open Market 090872014 11:00:00 Bid Tab
Budget Chavez AN

Step 10:

a.) Select the Revisions
Tab.

b.) Click the Close Revision
Process button located at
the bottom of the page

Bid Tabulation for Bid #AGENCY14B0001897

Qunmq Revisions I s HeaderQ Sub s Routing Attachments(1) Score Summary
Revision s inunication
Revigion: Revision3 -
:::: Vendor GQuote History Submit Date Due Date *
ICLLC View 02/10/2014 02:25:54 PM 10/15/2014 10:00:00
CHster

Close Revision Process
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Once the Revision Process has Bid Tabulation for Bid #AGENCY14B0001897

b_een CLOSED the button Quotes WEYHLLEN tems Header Questions  Subcontractors Routing Attachments(1) Score  Summary
dlsappears. LEUE N Email Communication
m; Vendor Quate History Submit Date Due Date* lotificafion Actions
CLLC View (3102040225541 1052014 10:00:00 Al Emai sentto

ichavez@donotreply.com at
10152014 08:3348 AN
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